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ABSTRACT 

This Title III project involved the training and 
utilization of a paraprofessional counselor in working with a sample 
of first-time freshmen students at California's Southwestern College. 
The hypothesis was that a team consisting of a paraprofessional and 
professional counselor wound be more effective in counseling; the 
assignment of routine tasks to the paraprofessional will enable the 
professional to concentrate on his area of expertise. ^ The 
paraprofessional received special training from the professional 
counselor, and an inservice training program was also conducted. A 
data card was designed to determine whether a student seeking 
counseling could be assigned to the paraprofessional and to determine 
the total niimber of students the counselors see. This final repost is 
presented in three parts — statistical data, narrative, and financial 
data. The Para-Professional Training Manual is attached. (KM) 
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PART :i - NARRATIVE 




PART II - Narrative 
A. Abstract 

1. A professional counselor will train a para -professional ccunselor and 
work with a sample of first-time freshmen students. This will be 
accomplished in the Fall Semester and the para -professional and pro- 
fessional counselor will work with a specific number of students to be 
assigned to this team. The hypothesis is that this team will be more 
effective in dealing with the counseling process due to the assignment 
of the more routine tasks to the para -professional counselor and the 
professional counselor will be able to concentrate on his area of 
expertise. 

2. We would employ a certificate^ counselor and a para-professional 
counselor « The counselor would train the para -professional counselor 
over an approximate period of four and one-half months. We would also 
design a data card to determine the nature of the student's appointment 
and if this appointment could be assigned to the para -professional 
counselor. We also indicated we would compare the retention rate of 
this target group of first-time freshmen with that of the other first-time 
freshmen to determine grade point average, certificates and degrees 
earned and the optimum increment of the students assigned to the team 
of the professional and the para -professional counselors. 

3. The activities to have been accomplished were: 



Employ counselor 

Employ para-professional counselor 



Completed 
Completed 



4. 



Train par?.-professional to complete assigned tasks 
Design data card to be marked by student 
Assign student to appointment with counselor or 

para -professional counselor based on 

previously assigned tasks 
On-going in-service program for para-professional 

counselor 

Compare retention rate of sample group and other 

first-time freshmen 
Compare grade point averages, certificates and 

degrees earned by two groups 
Determine optimum increment of students and 

para -professional 
We have identified the target population as 300 first-time 

enrolled for the Fall Semester. 



Completed 
Completed 
Completed 



Completed 
Not Completed 
Not Completed 
Noe Completed 
freshmen 



5. The need was better service to the counselee and more effective use of 
counselor time with the employment of a para -professional to assume 
some of the more routine clerical tasks formerly assigned to the counselor. 

6. The design of the evaluation would be to determine and compare the grade 
point average, retention rate, etc, of the 300 first-time freshmen assigned 
to the team composed of the para -professional and professional counselor 
to other first-time freshmen. As a collorary to this we would determine 
more information on our drop out rate which is supposedly very hig^ in 
the community colleges. 

7. This concept should be continued. In order for students to take advantage 
of professional counselors we must eliminate or find other ways to re- 
lieve the counselors of routine or clerical tasks assigned to them. One 
of the weaknesses of the design was the project activities were not 
stated in enough detail. More experience and involvement in Title III 
projects would have been invaUiable. The normal problems of changing 



from NDEA Title V to ESEA Title III caused some confusion and 
extensive delay. 

8. Personnel involved were Mr, Charles Schultz and Mrs. Ursula Anderson.- 
Results Achieved ^ 

1. The project was designed to be initiated beginning in the Fall Semester 
with a random sample of first -time freshmen students. The college 
was notified our project was approved bjr correspondence dated 
February 2, 1971. This precluded the target population of Fall Semester 
first-time freshmen. 

a. Our grant was approved in February 1971. Tlirrefore, it was 

necessary to select one of our counselors to work with and provide 
training for a para -professional counselor. TTie possible employment 
of a new untrained counselor at that late date was not practical in rela- 
tion to the termination of the project June 30, 1971, The training 
manual we developed is attached. We employed a classified employee 
as a para-professional counselor on March 19, 1971, and a training 
program was initiated by Mr. Schultz with the aid of the training 
manual. The in-service program was initiated for the para- 
professional counselor. A data card was designed to assist the 
Counseling Center to determine the nature of the counselee appoint- 
ments, however, this card was not available until the latter part 
of the'Sprlng Semester and it was not used until the Fall Semester 
1971, The on-going in-service program to train the para -professional 
counselor was instituted and continued. 



Activities to have been accomplished were: 
Employ counselor 

Employ para -professional counselor 
Train para-professional to complete assigned tasks 
Design data card to be marked by student 
Assign student to appointment with counselor or para- 
professional counselor based on previously assigned tasks 
On-going in-service program for para-professional counselor 
Compare retention rate of sample group and other first-time 
freshmen 

Compare grade point average? '^ej ates and degrees 

earned by two groups 
Determine optimum increment Ui. students and para -professionals 

The employment and training of the para -professional counselor has 
been completea and she has received the approval of the students 
and the counseling staff. The design of the data card will help us 
to determine the total number of students the counselors see during 
a semester or academic year and will also give us a better idea 
regarding the reasons why students make counseling appointments. 
Due to the short length of the project the in-service training program 
was continued until the termination date. During an eight-week period 
the para -professional counselor worked wi'ji 145 separate students. 
The nature of the appointments were as follows: 54 program planning, 
49 general counseling information, 19 refer to counselor for addi- 
tional assistance, 11 transfer to four-year institution, 8 college 
regulations, and 6 admissions information. 

The following major activities were not completed. We were unable 
to compare the retention rate of the sample group and other first- 
time freshmen because the project was limited to four and one-half 



months, beginning in February and tJie completion date of 
Junr 30, 1971. As previously indicated we were unable to employ 
a credentialed counselor. Hie same thing is true in comparison 
of grade point averages and certificates. To evaluate degrees 
earned a two or three year period would be necessary. We were 
unable to determine the optimum increment of students assigned 
to a para -professional and professional counselor who act as a 
team due to the late start and early termination date* We are ex- 
tremely pleased with the training of the para -professional and hope 
to continue the employment of a para-professional counselor 
Evaluation 

a. We were to compare a group of first-time freshmen students who 
enrolled in the Fall Semester who were assigned to the team com- 
posed of the professional and para-professional counselors* to other 
first-time freshmen. We would compare the control group and the 
experimental group on the basis of retention rate, grade point 
averages, certificates and degrees 6amed, Hie evaluation was 
not effective because of the late date of our grant approval* This 
precluded the selection of the proper target group and the employ- 
ment of a full-time counselor* 

b. Essentially our evaluation design would be a random sample selec- 
tion of 300 first-time Fall Semester freshmen. The control group 
would be compared with the experimental group in the following 
areas: retention rate for first semester, second semester, etc. ; 



withdrawal and follow-up of students vrtio withdrew; grade point 
averages and probation status; and, at a later date, certificates 
and associate degrees earned. 

c. The evaluation was not completed based on the evaluation design. 

d. None 

e. None 
Effect of Project 

1. As a result of this project the attitude of our counselors Is now very 
positive in relation to the concept of para-professional coonseling. It 
now appears the counseling stai^ is very much in favor of adding para- 
professional counselors to the staff in order to provide more services 
to students. 

2. We were unable to work with the target population due to the date the 
project was approved. 

3. Hiis was not accomplished due to the date the project was approved. 

4. Sweetwater Community College District, lliere have been no changes 
since the initial application. 

5. We will employ the same para -professional counselor for the academic 
year 1971-72 and in the future hope to add para -professional counselors 
to our staff. 

Dissemination 

1. Project information was not disseminated with the exception of several 
training manuals that were distributed to other community colleges. 



E. Project Costs 



1. 


$8135 


Total Costs of Project Since Inception. 


2. 


$ 535 


Total Non-Federal Support. 


3. 


$7600 


Total Federal Support Under Title III, ESEA 


4. 




Total Costs - Past Budget Period. 


5. 




Total Nor-Federal Suwwrt (Past Budget Period). 


6. 




Total Title III Support (Past Budget Period). 


7. 


If 1 if A 

$ 140 


Developmental Costs Since Inception (Estimated). 


8. 




Estimated Developmental Costs (Past Budget Period). 


9. 


$ 110 


Estimated Implementation Costs Since Inception. 


10. 




Estimated Implementation Costs (Past Budget Period). 


11. 


$ 285 


Estimated Operational Costs Since Inception. 


12. 




Estimated Operational Costs (Past Budget Period). 
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TRAINING MANUAL FOR PARA-PROFESSIONAL COUNSELORS 



Philosophy of Counseling and Guidance 

Southwestern College believes that it should provide assistance to each student 
in selecting and achieving a worthwhile educational objective. The College 
realizes that a student can make responsible decisions about his goals only if he 
understands his own abilities and needs, and has knowledge of the educational and 
occupational opportunities available to him. 

Each entering student is assigned a professionally-trained counselor who will 
help him define his objectives and plan how to reach them. Each beginning freshman 
(under 21 years of age) is required to take the course, "Orientation" (Psychology 
28). In this course the student will become familiar with the educational and co* 
curricular program at Southwestern College, learn principles and techniques of 
effective study, gain increased knowledge of his own interests and aptitudes and 
of their significance with respect to his educational and vocational goals, and 
develop sound educational and vocational plans. 

Itie counseling and guidance program is designed to assist each student in evalu- 
atuig and selecting educational and vocational goals, and in relating his choice of 
courses to his abilities and objectives. In addition, the total counseling program 
strives to provide continuing guidance to all, and special services to those with 
spfr ial needs, in order that each student may be assisted to make the most of ' 
himself and of his educational opportunity. 

1. Student Utilization of Counseling Services 

a. The Counseling Center is responsible for liaison between the high 
school and college, in order to coordinate activities in the student's 
transition from high school to college. 

b. Each student has an opportunity to meet with a counselor prior to 
registration to review his educational goals and intended course of 
study. 

c. Each student is encouraged to meet widi his counselor at least once 
each semester to review progress and develop the next semester's 
program. 

d« Students with special needs (academic or personal) are provided 
additional assistance upon request or referral. 
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2. Pre^School Orientation for Entering Freshmen 

a. The Counseling Center in co-sponsorshipwith the Administration, 

• Faculty and Associated Student Offices provides the entering freshmen 
an opportunity to visit the college campus previous to the beginning of 
class instruction* 

b. The student is acquainted \vith the Administrative Operations of the 
college, the Faculty, the Associated Student Offices, the Counseling 
Center and available facilities in their pursuit of goals. 

3. Freshman Orientation Course 

a« Hie course is designed, primarily to assist the ^udent: 

(1) To become familiar with the educational and co-curricular 
program. 

(2) To learn principles and techniques of effective study. 

(3) To gain increased knowledge of his own interests and aptitudes 
and of their significance with respect to his educational goals. 

4. Testing Program and Other Data Collection 

a. A Guidance -Placement Examination is administered which is required 
for all regular students and opcional for limited (6 or fewer units) 
students. Results are used as a general guidance factor as well as 
for English placement. The Ma±ematics Placement Test is required 
of all students who enroll in Mathentiatics courses with the exception 
of Madi A, 5, or 18. , 

Several standardized tests are administered during the freshman 
orientation course, and supplemental tests are administered to 
individual students as needed. 

b. Matriculation and registration procedures collect considerable 
information in the form of student transcripts and personal data 
sheets. Also, several studies of student characteristics, 
course selection and performance, follow-up etc. , are maintained 
on a continuing basis. 

c. Student data is used to assist the individuals concerned ana fo 
help the College evaluate and develop its total educational 
program. 



PARA-PROFESSIONAL COUNSELOR 



DEFINITION 

Hie Para*Professional Counselor is under the supervision of the Director of 
Guidance, but direct supervision may be assigned to one counselor. The 
Fara*Professional Counselor muse be advised of the limitations of service to 
be provided to students and the confidentiality of student records. 

EMPLOYMENT STANDARDS 

Knowledg e This position requires college experience preferably from 

Southwestern College. 

Ability Hie ability to communicate and relate to college students 

and capable of adapting to new situations. 

Personal Traits Must be gregarious, have wide range of interest and 

objectivity. 

TYHCAL DUTIES 

The following responsibilities are assigned to the Bsira -Professional Counselor: 

1. Be able to accurately relate to students all college policies ami regulations. 

2. To work \rith students at pre*- registration and registration. 

3. To be aware of materials available for occupational and vocational guidance 
and refer students to this source of information. 

4. Be ^miliar with basic concepts of tests and measurements. 

S« To refer students to agencies or individuals on and off campus. 
6. Interviewing and other methods of working with students. 
EDUCATION 

Associate Degree from Southwestern College or experience as a student in a 
community college is necessary. 



Definitions 



Census Week - The fourthi week of regularly schec 'ed classes is the Census 
Week for a semester. 

District - A school district maintaining or formed to maintain one or more 
community colleges. 

COURSES 

Adult Ungraded (Courses for Adults) - All those courses not classified as 
graded are ungraded. Will have NO unit value. 

Day Course - A class beginning before 4:30 p.m. 

Extended Day Course (Evenin^ ) - A class beginning at 4:30 or later. / 

Graded Course - Courses meeting the course criteria and standards as 
approved by the Board of Governors, California Community Colleges. 
Will always have assigned a unit of credit. 

Occupation Program - A curriculum designed to prepare students for 
immediate employment in an occupation or cluster of occupations, 
rather than for further advanced study leading to a bachelor's or 
higher degree. The curriculum leads to a certificate or associate 
degree or other formal award. 

Short-Term Course - A class meeting less than a full semester of 
summer session. 

Transfer Program - An organized sequence of courses yrtiich, vrtien com- 
pleted by a student, will be accepted by a four -year college or 
university for further advanced study leading to a bachelor's or 
higher degree. , 

CREDIT 

Semester Unit of Credit - One unit of credit may be awarded for (1) a class 
meeting one hour per week for a semester; or (2) a laboratory meeting 
two hours per week for a semester; or (3) a laboratory meeting three 
hours per week for a semester, or combinations of these, depending 
considerably upon the kind of instruction and material covered in the 
course* 

Semester credit hours (or semester units of credit) are converted to 
quarter credit hours (or quarter units of credit) by multiplying the 
number of semester credit hours by one-and-one-half. 



Quarter Credit - A "quarter credit" is the credit allowed for approximately 
three hours of recitatic ^ study, or laboratory work per week for each 
week in an academic qua/fer. 

Quarter credit hours are copverted to semester credit hours by multi- 
plying the number of quarter hours by two-thirds. 

Work Experience Credit - The extension of vocational learning opportunities 
for the student through employment in the occupation for which his 
college program has been designed. No more than four (4) credit hours 
per semester with a maximum total of sixteen ( 16) credit hours during 
the student's enrollment in any community college. To qualify for par- 
ticipation in the work experience education program, a student shall 
be a full-time student, 

STUDENT 

Active - One currently enrolled at Southwestern College, 

Applied for Admission - Completed the application forms and filed them in 
the Admissions Office, 

Apprentice - A legally indentured apprentice. He is required to be enrolled 
in a community college part of his apprentice program. 

Continuing - A student who is registered in the current seniester and who 
was registered (enrolled) in the immediately prior semester. 

Degree - A student who is enrolled in a series of courses leading to an 
associate degree or higher. 

District - A student whose legal residence is in the State of California and 
is within a district maintaining a junior college. 

Drop - A student who, in accordance with college policy, has initiated 

action to cancel his enrollment in a course, or who has had such action 
initiated on his behalf by the instructor or other college authority. 

First-time Freshman - A student enrolled in a regular session of any 
college for the first time* 

First'time Transfer - A student enrolled in a regular session at Southwestern 
College for the first time and who transferred from another college. 



Freshman - A student who, at the time of registration, has completed 
fewer than 30 units of credit. 
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Foreign - A student who is both a citizen and resident of a foreign country. 

Fuji "time - A student enrolled in twelve or more semester units of credit 
each semester. 

New - A student who is enrolled at Southwestern College for the first time. 

No Show - A student who has been admitted to the college, completed 
registration procedures and has enrolled in a class (es) but who has 
failed to attend such class(es). Students who have applied for admission 
but have not completed registration procedures are not considered 
No Shows. 

Nondistrict - A student whose legal residence is in the State of Califomia 
but not within a district maintaining a comnfiunity college. 

Nonresident - A student whose legal residence is not in the State of 
Califomia. 

Other - A student who at the time of registration has been awarded an 
associate or higher degree. 

Part-time - A student registered for fewer than twelve units of credit 
in one semester. 

Registered - A student who has completed the registration procedures, 
paid his fees (if any). A student may do this and then be a No Show. 
He is still a registered student for that semester. 

Returning - A student enrolled in a regular session after an absence of 
one or more regular sessions without interim attendance at another 
^ college. 

Returning Transfer - A student who attended Southwestern College, trans- 
ferred to another college, and has now returned to Southwestern. 

Soidiomore - A student who has completed thirty (30) or more units of 
credit but does not hold a degree. 

Transfer - A student who attended Southwestern Coiiege and then trans- 
ferred to another college. A transfer student is one who is planning 
on continuing his education at a four-year college or university. 

Veteran • A student who is receiving reimbursement or financial support 
under either Federal or State laws by virtue of service in the armed 
forces of the Ibiited States. 

Withdrawal - A student who has initiated a complete withdrawal from 
college cancelling his enrollment in all classes or who has had such 
action initiated on his behalf by an Instructor, counselor or other 
college authority. 
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TYPICAL DUTIES 

1. Be able to accurately relate to students all college policies and regulations 



ADMISSION AND REGISTRATION 
Admission policies 

Expenses (ASO fees and Nonresident Tuition) 

Higli School Specials 

Registration Procedures 

(see memo published each semester on 
registration procedures) 

Residence requirements 

Testing - Guidance -Placement Tests 

Veterans 

COLLEGE REGULATIONS 
Address changes 
Attendance regualations 
Auditing classes 
Certificates (Vocational) 
Credit bjr examination 
Degrees 
Disqualification 
Final examinations 



Southwestern 
College 
Catalog 

ftige 

15-17 

18-19 

17 

17 



15 
16 

I7rl9 

21 
21 
21 

30A 
22 

29-30 
26-27 
23 



Edu- 
cation 
Code 



Title 
Five 



Section Section 
25503 



25505. 8 
25503.5 



25517 



54101 



25505. 1 54100 



25518. 6 51605 



51602 



51301 



COLLEGE REGULATIONS (continued) 

Grading 

Credit/No-Credit Grades 

Independent Study 

Physical Education Requirem^it 

Probation 

Program Changes 

Special Forms and Petitions (See Addenda) 
Tra script of Record 



Southwestern 
College 
Catalog 

23-24 
24 

22 

25 

26-27 
22 



28 



Edu- 
cation 
Code 



Title 
Five 



51102 



25520 



51301 



To work with students at pre -registration and registration. 

TH E REGISTRATION PROCESS FOR ALL STUDENTS 
SPRING 1971 

CONTINUING DAY STUDENTS 

A. Pre -Programming Appointments 

1. Director of Guidance publicizes pre-programming appointments in the student 
bulletin and the college newspaper two weeks prior to first appointments. 

2. Director of Guidance will clear the use of the room with Dean of Arts and Sciences. 

3, Students mai:e e pre-programming appointment in the Counseling Center. 
Hiese appointments were held in the Exhibit Hall - Planetarium. At this session 
the student completes the following forms: 

4. 

Program Request Form 
Continuing Student Application 

5. After receiving instructions from the coimselor and completing the forms to 
select his classes, he returns the Program Request Form and the Continuing 
Student Application to the Admissions Office. 

a. Hie Contirjuing Student Application is validated with the student's plastic 
I.D. card. 

b. The Registration Packet Number is written in the upper right comer of 
the Program Request and the Continuing Student Application and the packet 
is given to the student along with the pink copy of the Program Request. 

c. The Registration Packet tells the student when to come back to register 
for the Spring semester. 

B. «.Procedures for students who did not attend pre-programming sessions: 

1. Complete the following items in the. Counseling Center: 

a« Present validated Continuing Student Application (validated with plastic 
I. C. card in the Admissions Office). 

b. Complete Program Request form. 

c. Registration Packet number is written on the Program Request form and 
the Continuing Student Application. 

d. Give the packet and pink Program Request form to the student. 
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II. New, Returning and Transfer Day Students 
A« Admissions Office 

1. File application forms for adnUssion in the Admissions Office. 

2. Check residence to determine if inter-district permit is necessary. If required, 
no application is accepted until permit is filed. 

3« Regular Day students must complete the following: 

a« Guidance -Placement examination or a transcript on file indicating fifteen 
units successfully completed at another college. 

b. Ttanscripts from other colleges and last hig^ school attended on file, 

4. ^en student has completed the above items, he is cleared for a counseling 

appointment. Students whose transcripts have not been received in the Admissions 
Office will be assigned counseling appointments after January 15 in order to 
eliminate en expected back up of students during the third and fourth week of January. 

B. Counseling Center 

1. Students must present Counseling Appointment card to the Counseling Receptionist 
to determine if he is cleared for counseling. If he does not have a Counseling 
Appointment card. Counseling Receptionist checks our file copy of the 
Counseling Appointment card to determine the date and time of the counseling 
appointment. If we have no Counseling Appointment card for die student, he has 
not applied and he must apply for admission before submitting a Program 
Request form. Hiose students requesting counseling before application for 
adnUssion will ONLY see Mr. Schultz. 

2. Probation and Disqualified Students 

If die Petition for Admission on Probation is attached to the folder, the counselor 
^ must discuss the grade point deficiency and Southwestern. College probation and 
disqualification policy with the student. The summary of units attempted,, units 
completed, grade points and grade point deficiency is posted in the top right 
comer of the transcript. We are not obliged to accept all students regardless of 
the number of units attempted or the grade point deficiency. If in the opinion of 
the counselor the student cannot be served by attending Southwestern College, he 
should refer this student to Mr. Barend, the Director of Admissions. 

CAUTION: We cannot admit students disqualified from San Diego City, Mesa, 
Grossmont, Palomar or Mira Costa who were disqualified from one of these 
colleges the immediately preceding semester. These students should also be 
referred to Mr. Barend« 
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3. Students selecting evening classes ONLY must submit Program Request form 
in the Admissions Office in order to obtain an evening registration packet. 
Students who register for evening classes ONLY will not have a study list in 
day registration and therefore must register in the evening* If a student selects 
one day class » he is considered a day student. He may select a combination of 
day and evening classes and his study list will be among those for day rqeristration. 
Saturday classes are considered as evening classes for registration purposes. 

4. Upon completion of the Program Request the student receives a Registration 
Packet and the pink copy of the Program Request form. Ihe Counseling Recep- 
tionist will mark the Registration Packet number in the top rig^t comer of the 
Program Request form. 

5. Assignment of students to counselors may be accomplished by distribution of 
Psychology 28 classes except those students not^'required to enroll in Psych 28. 
The student s hould write the counselor of hi3 choice in the top left comer of 
the Program Request form. 

ni« Day Registration 

A. Those students v/ho have submitted a Program Request prior to January 21 will 
have a study list produced by Data Processing and will register at the following 
times: 

Monday - Jan. 25 - 3:00-6:00 Wednesday - Jan. 27 - 3:00-6:00 
Tuesday -Jan. 26 - 3:00-6:00 Thursday -Jan. 28 - 1:00-5:00 

Friday - Jan. 29 - 8:30-12:30 

B. Resolving Conflicts 

1. Students' registration is deteirmined on a priority based on the number assigned 
to registration packet. Therefore, in resolving conflicts, those students with 
the highest number of units will have the first opportunity to resolve conflicts. 

2. Students who have 8999 printed on study list and desire to resolve the conflict 
Mdll automatically obtain a priorty slip to resolve conflicts onFebruary 1. 
Also, students who have job conflicts or did not obtain the class they selected 
on the Program Request form will be given priority slips to resolve conflicts 
on February 1. After registration on Friday, January 29, classes selected by 
tl:e "no shows" will be placed in the card bins to give us accurate information 
regarding class enrollment. 
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3. Resolution of conflicts will take place on February 1 and 2 ONLY. We will 

attempt to complete this on February 1 but can use February 2 as a contingency. 
We scheduled approximately 1200 students for conflict resolutions for the Fall 
semester and should plan for approximately the same number for the Spring 
semester. We will plan to schedule fifty students per half hour. Mr. Schultz 
will complete the details such as scheduling of counselors and providing numbered 
permits. It will take place in the East side of the Student Union. 

D. Manual Registration on February 3, 1971 ( February 4 as a contingency) 

1. All registration will take place January 25 - 29. We will have to make the last 
computer run on January 21, or hopefully January 22. This would mean we would 
have approximately 200 students to register manually on February 3. Mr. 
Schultz will give detailed instructions regarding the schedule. Students who have 
counseling appointments after January 22 will have a list of courses and several 
alternate courses to facilitate their manual registration on February 3. 

EVENING REGISTRATION 

I. Continuing Students 

A. Registration appointments are made in the Admissions Office. Student completes 
the following forms: 

Continuing Student Application is validated with plastic ID card. 
Program Request Form - student selects classes from evening schedule. 

Student is given the pink copy of the Program Request form and an Evening 
Registration Packet. The registration packet number is written on the upper 
rlgjit comer of the Program Request form and the Continuing Student application. 

II. New, Returning and Transfer Students 
A. Limited Students (six units or less) 

1. Student completes application for admission forms in Admissions Office. They 
include the Program Request form on which he selects his classes and then re- 
ceives his registration packet. Packet number is entered on the upper right 
comer of the Program Request form. 

B« Regular students 

U Student completes application for admission forms in Admissions Office. 

2. Completes Guidance -Placement examination and requests transcripts from 
other colleges and last high school attended. 
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3. When above requirements have been completed, his Program Request form is 
forwarded to Data Processing. 

4. Student receives Registration Packet when he files application for admission but 
his Program Request is not forwarded to Data Processing until he is cleared as 
a regular student. 

5. After January 22 all evening students are cleared as Limited students and their 
Program Request is automatically forwarded to Data Processing. 

III. Evening Registration 

A. Evening registration will take place from 5:30 to 8:30 on February 1, 2 and 3. 
This registration will be based on Program Requests submitted to Drta Processing 
prior to January 28. 

B. February 4 will be a manual registration for students who applied after January 27 
and for "No Shows" of February 1, 2 and 3. 

C. Students who apply for admission from February 4 through September 11 will be 
scheduled to appear at late registration beginning at 5:30 on February 11. 

D. Because Dr. Weston will not be available for registration, it will be necessary to 
schedule one counselor for evening registration on February 1, 2 and 3 and two 
counselors for February 4 and 11. Mr. Schultz will make the arrangements for 
scheduling the counselors. 

IV. Program Changes 

A. Day Students 

1. The basij i*ilosophy at conflict resolution is to assist the student to obtain the 
courses he selected on his Program Request. If the student simply changes his 
mind regarding class selection, he may make a program change during the 
first week of instruction with the consent of the instructor. 

B. Evening Students 

1. Program changes cannot be accepted in the evening program in the same manner 
as the day program because we mast knowxlass enrollment for late registration 
on February 1 1. Students come to the Counseling Center during the first week 
of instruction to complete Program Change form in order that we may keep 
accurate enrollment data regarding each evening class section. 

V. Exceptions 

A. After January 27 students ^fAio have a day registration packet and wish to change to 
evening only should do the following: 
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1. Keep day registration appointment. 

2. Go directly to Admissions Office and drop all day classes and add desired 
evening classes. 

B. Evening students who want to change to day classes should do the following: 

1. Students who apply for admission after January 22 may not change to day classes. 

2. If the evening student is registered, the only option available to him is to be 
accepted by day instructors during the first week of instruction. 

3. For the evening student who has not registered, give him an appointment to 
register manually on February 3. 

C. Registration time missed 

1. Day Students 

a. If student misses his registration time, he may come back at any of the 
scheduled registration periods listed on the packet for January 25, 26, 27, 
28 or 29 but he must have a Registration packet to enter the registration 
area. 

b. If a student misses registration on January 25, 26, 27, 28, or 29, his 
classes will be cancelled and he will be given an appointment to manually 
register on February 3. 

2. Evening students 

a. Student misses evening registration on February 1 or 2 he may return 
on February 3 any time during the scheduled registration period. 

b. Student misses registration on February 1, 2, or 3, he must be 
manually registered on February 4 or 11. He may use the packet 
he had for Feb. 1, 2, or 3 but his classes will have to be selected again 
and they may. be filled. His pre -selected classes will be cancelled if he 
does not show up on February 1, 2 or 3. 

3. If a student cannot attend registration, he may have someone else register 
for him. 

4. A student may attend registration any time after his scheduled appointment 
time but not before. 
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Policies and Procedures for Withdrawal Grades 



1« All program changes - either adding or dropping courses must be made 
in writing on official forms available in the Admissions Office. 

2. Procedures for student initiated withdrawal from an individuaKday class: 

a. If the student decides to withdraw, he obtains the signed Registration 
Verification Card or other signed approval by the instructor and 
returns it to the Admissions Office and completes a Prograni Change 
form. 

b. The withdrawal is not official until the student presents his identification 
card to complete the Program Change form. 

c. To withdraw during the final examination week, the student should 
contact the instructor who will enter a "W" on his grade roster. 

3. Procedures for Sudent initiated ^thdrawal f rom college or an 
evening class: 

a. Students get official withdrawal foxw s from the Admissions Office. 

b. Admissions Office sends pink Withdrawal Notice (Form A68) to the 
instructor. 

c. *Instructor signs and returns Registration Verification Card to 

Admissions and destroys Withdrawal Notice. 

4. Procedures for instructor initiated withdrawal for an individual course. 
Instructor checks one of the following sections of the Registration 
Verification Card, dates, signs and returns to the Admissions Office: 

a. Never Attended - Student does not attend the first class meeting. 

b. Excessive Absence - When the student's absences equal the number 
of hours the class meets per week, the student may be dropped. 

c. Non -performance - The student is obligated to meet the course re- 
quirements. If his performance is inadequate or his attitudes are 
detrimental to class progress, the instructor may withdraw the 
student from class. 

5. Withdrawal Grades 

a. Any student who withdraws or who is withdrawn from a class at any 
time will receive a grade of •*W'. 
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b. A student may withdraw from a course without penalty any time prior 
to the final examination. 

c. At the time of final examination a student may file with his instructor 
a Conditional Petition for a •'W" Grade in which he may state the 
circumstances (i.e. , if he would receive a letter grade of "D" or if 
he would receive a letter grade of "F") under which he would prefer 
tiiat a grade of "W" (non-penalty) be assigned instead of the "D" or 
•T" grade. 

d. Any student who received a total of fifteen (15) or more units of "W" 
grades. No Credit grades, or •'W" and No Credit grades combined, 
within one academic year (September through June) exclusive of Summer 
Session, is subject to disqualification and if disqualified must petition 
for permission to enroll for the following Fall Semester. 

6. Program Changes - Day Classes 

a. Instructors will receive five blank Registration Verification Cards 
If the instructor approves adding a student to his section, he dates 
and signs the middle section of the card and gives the card to the 
student. The student will complete the program change in the 
Admissions Office. 

b. Counselors will be available to assist students with multiple class 
changes. 

Changes in Grades 

A grade other than 'Incomplete" once reported, is subject to change only if it 
has been caused by a clerical error. An instructor wishing to change such a 
grade must obtain a "Notice of Change of Grade" from the Admissions Office and 
have it approved by the Dean of Applied Arts and Sciences or the Dean of Liberal 
Arts and Sciences. To change a grade of '^Incomplete" to another letter grade, the 
instructor or department chairman need only complete a Notice of Removal of 
Incomplae Grade (Form A87) in the Admissions Office. 

Mid-Term Grades and Unsatisfactory Grade Reports 

Each instructor should keep his students informed of their progress throughout 
the semester. This process is formalized at the mid-term period which is 
designated for each semester in the College Calendar. During this time instructors 
determine mid-term grades for all students at least to the extent of identifying those 
students who are earning "D", "F" or *T* grades; and report such deficient grades 
to t^ie Admissions Office by means of their Registration Verification Cards. 
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ADDENDA 
NAME OF FORM 

Admission on Probation 
ASO Card Refund , request for 
Continuing Student Application 
Credit by Examination 
General Education Certification 
Grade Change 

Green Siieet on Educational Planning 
Independent Study, enrollment in 
Leave of Absence 
Major, change of 

Major Requirements, waiver or subs ^ 
Pire-Registration Appointment Card 
Ptogram Change and Withdrawal Notice 
Program Request Form 
Registration Verification Card 

. Theie saapla torwm are not Included because 
they are Mrginally reproducible. They are 
available, hovever, froa the Counseling 
Office, Southweatem College, 900 Otey Lakes 
Road, Chula VlsU, California, ATTN: Hr. 
Charles Schults* 
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